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FOREWORD

Advisory Counicil Bulletins—Planning, 0rgan1z1ng, Utilizing

—are designed for use as reference material to educators. . A
Much of the information can be applied and/or adapted to

community college, secondary, and K-8 use.

Terminology applicable to all educational institutions has
been utilized where possible. Tolerance is requested where
terms are used that are not norma]]y acceptable to your
educat]ona1 group. .
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- SCHOOL/bOLLEGE ADMINISTRATION
' SPECIAL MESSAGE

~

> A ) .
To have successful citizen participation in your school, it is important
that™a system of Citizen Advisory Councils be planned and implemented. bt
The System should be tailored to meet the overall career education effort$§
of your school. The hest council is one planned to fit into the system ~ ¥¢
.and to fill a need for the 16cal school andscommunity. 4
Councils should meet often enough to accomplish the planned work program
and the members given opportunity to be active, involved, and effective.
Members of the councils will be your school's best community salespeople .
for your educational programs.
It is imperative that a school representativeNbe responsible for each
citizen advisory council. School representatives should be given specific
duties in relation to the council. This should not, however, discourage
administrators and interested faculty from attending council meetings.

The coordination of the advisory council system will be made easier by
arranging for a copy of the minutes of all council meetings to be filed
with a selected administrator. Advance notice of all meetings will allow
time to encourage selected administrators to attend in an ex officio
capacity. Complete records of membership should be kept in a central
place. .

Schools in areas of small population need citizen advisory councils to act
in general as well as specialized capacities. It is not unusual to
utilize only one council with rspnesentatives from each _occupational
cluster area. ' .
Citizen advisory councils need to be properly handled or poor public
relations could result and have a detrimental and undesirable effect on
the standing of the school within the commupity. It is recommended,
. therefore, that the Citizen Advisory CounciTs be given high priority,
“attention, and effort. _
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WHY CITIZEN ADVISORY COUNCILS .

Utilizing an Advisory Council of interested, able, and concerned
__citizens can be- ‘heumostnproduet4¥e-and—rele¥ant—me%hod-%e—4a¥€4~%&4&K&——7———————————

community in educdtionm. It is a vital link between the community and .

thie school. Council members can advise on local education matters,

.including the total occupat1ona] education program; make recommenda-

tions; and provide service otherwise not available.

Occupational. educat1on programs must have d1rect lines of communication
with the proféssions, business, industry, and public services if they
are to be relevant and up to date. The purpose of such educational ~*
programs is to provide awareness, exploration, and orientation to career
clusters as well as actual preparation and training for specific careers.

The’ involvement of volunteer, know]edgeab]e citizens enhances important
public acceptance for career education. In essence, an adviSory council
can advise on: > v

. Comhunity and student needs

. Career education programs

. Community support for the school, its policies, and educat1ona]

curricula
n.

. Reccgnition of student accomplishments . s

. Informational sources for. educational experiences.

~




R CITIZEN ADVISORY COUNCIL
o |

) DEFINITION
\ >
I — A — =
A Citizen Advisory Council is composed of a group of persons within the

XN

§

¥

community selected to collectively advise regarding educational efforts
Members predominately are from outside the field of education and are

chosen for tHeir specialized knowledge and/or general Stapding in the
community. * %

? .
An Advisory Council is usually a formally organized group for a specifiic

educatignal purpose, operating under certain rules, and appyoved by
proper school authority.

The council is most often part of a system of
councils opérating within a school.

]

PURPOSE,

1

¢
The purpose of a Y£isen Advisory Council

il 4
is’ to give advisory serv?%ﬁ and
collectively make recommendations %o the sgﬁoo], the students, facuyd
administrators, and beard of education con

Y
jerning various segments of
education for which each council is formed.

L3

~

,An Advisory Couﬁpi],enﬁ' es in activities pertinent to priority prob]ém§
“and planning app1igab§g§%o

the school or college and"will utilize evatifaz:
tion, investigation, or survey prior to the offering of advice through
written recommendations. - ‘

¢ s k

\

S
R,
TR -

P P g
S
3
N
-
-

o
Foaes

S

x X
[

s
SR
~

e
ey
AT

o

~

5

s

e
=

Y

e SHETS
3
b




o

; - h - . ADVISORY COUNCIL TYPES

)
CAREER

— A Ctittzem Advisory Courctl for Career £ducatiom s
entire educational program offered by the school. Empfasis is placed
on the utilization of the career education concept fof education.

VOCATIONAL-TECHNICAL . /// :

A Citizen Advisory Council for Vocational-Technical Education is
concerned with all occupational areas of the vocational-technical
educat¥on program.

4

OCCUPATIONAL

A Citizen Advisory Council is concerned with one specific type of
occupational program, trade field, or family of occupations.

o ” )
5, :

™ : ¢

AREA VOGATIONAL CENTER .

An Area Vocational Center Advisory Council consists of educators and
citizens representing the participating educational districts. Members
are concerned with occupational programs for the school systems served
by the area vgcational center.

4
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. ADVISORY COUNCIL SYSTEMS

L]

\ . - . 0
The following sample chart is 1ntended to 111ustrate flexible operat1ona1
structures for planning a citizen advisory counc11 system adapted to the

- characterjstjcs —of each educational aqenc14 o T
Schools and co]1eges with large student popu]at1ons and many d1fferent
educational programs will need to have several subcouncils. Very small
districts will often. utilize only one council whose members will be asked
to advise ip a var1ety of interest areas. Much planning should be
devoted to the system most adaptable to the school district. Changes in
the system are probable as time and use indicate need. It is recommended

at each educational agency make the advisory council system chart .

available to all faculty, administrators, and involved community people.

There are several approaches to a system of-councils, all of which have
proven successful. The most popular in occupational education is the
departmental program approach which utilizes advisory councils by depart-
ment with subcouncils for individual programs. Another is functional,
utilizing councils assigned school problems like cooperative education,
budget, career orientation, facilities and equipment, curriculum, etc.

Most school districts will find that a system of councils will be a com- .
bination of approaches. For example: A career education advisory council
for the elementary schoo] seldom has. more than one council operating,
functionally. As councils are planned for secondary ‘and colleges, the
departmental program approach might be used. School districts, however,
should have an occupational advisory council that considers problems
applicable to the total occupational program. Members could be representa-
tives from departmental councils. -
: ,
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. | SAMPLE CHART FOR ADVISORY COUNCIL SYSTEM Lo,

- . BOARD OF EDUCATION
— ' - ' _ l'

Adminjstrator | .

C 2

Districtwide .
Citizen Advisory Council N\ .

e

Other Counsils as
Deemed Necessary

Advisory Council
on
Occupational Education

A&Nsory T Advisory ’ | Advisory
Subcouncils Subcouncils |- - Subcouncils
: ] . Other 1-
Advisory ‘ .
sSubcouncils |’

"
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T | ORGANIZING THE ADVISORY COUNCIL

P

- Proper organizing procedures for an Advisory Council System and
s for individual councils are critically important to future success.
- Being successful means there is 1jkelihood your school will enjoy
. excellent community relations. The resulting enthusiastic career
education program will he]p provide student graduates with knowl-
edge and skills needed for ‘careers or to prepare for higher edu-
«ation. The acceptance of.graduates by the emp]oy1ng community
will demonstrate increased confidence of emp]oyers in the

educational exper1ences students receive 1n your occupat1ona1
/ programs.

The following pages out1ine steps necessary for -.organizing -
citizen advisory councils. To establish a system of councils, ) e
' refer to th?ection: Advisory Councils—Planning. )

Al
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board, should contain the following:

P ‘ ‘.

WRITTEN GUIDELINES °

-

Guidelines for advisory councils, as sanctioned by the schoo] governing

. Profi]e of school and the student population

+

. Po]1cy and ph1losébhy of purpose in regard to career and occupational |
education NS

LTS

. Schoo] po]1cy regard1ng advisory councils

~ Outline of purposes and functions of varidus types*of councils

. Genera] duties of council and its :g}&gégﬂshlp in an adv1sory c?pacity
. Cr1ter1a ,and sselection method for membeqs

. Number and tgi “oF membérs |

. Council ch:nnelgiof communication ) :

. Duties of couﬁci] chairperson ’

. Duties of schoo] or college representat1ve“i ,{fr. o e

. Hand11ng of counc11 records and minutes.

Many school administrations have geneﬁ51 gu1de1ines and organizational
charts for advisory councils to aid in their formation and use. These
should be cargfully studied to insure all of the above are ref]egted
Gu1de11nes should be made available.to each member .

’

~

. e CHARTER z ) .
-
.The Charter represents the official sanction of thé sch001 for the operat1on
of the Advisory Council. It is important to establish official recognition
to provide a basis of future communication and effectiveness. See €ampTe
charter on page 16. .

L]
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SELECTION COMMITTEE T ' a

*

" The selection committee for nominating future members is made up of two or
_ ﬁhree members of the community and the schoo]irepresentative who will work

,

’ .
’ 1 :




[AS

R
.
%

)

er

. i
with that particular advisory council. This committee is appointed by
the .chief administrator of the school. The community members are selected
for their wide acquaintance and | knowledge of expertise and background of
people immthe area. They shouTd have a respected stand1ng ‘as a community,
business, and/or industrial leader. The administrator in charge of the
advisory council system often serves on this committee.

Although this method of nominating members for an advisory council is

controversial, it has proven of value. Proper use of an independent

selection committée eliminates membership committed only to the school
“viewpoint and will reflect thevaried opinions of the community.

The selection committee should serve for short intervals and only for the
~ purpose of nominating individuals to serve on advisory councils. Meetings
are called by the adm1n1strator in charge of the school adv1sory council

systen. }

The work of the selection committee should be conducted in close collabora-
tion with the designated school representative. This allows input by the -
representative. It would be_difficult for the selection committee to

= function properly without specific know]edge of what each advisory -council
is expected to accomplish .and how it will fit inte the school advisory
council system. This procedure tends to elimthate the possibility of an
advisory council se]ect1ng succeeding members and becom1ng self- perpetuat1ng
w1th one point of v1ew -

SELECTION OF COMMITTEE MEMBERS— SOURCE

o

. Schoo}l administrators, Schoo] boards, and/or boards of truétees

—
. Local Chamber of Commerce, professional organizations, civic clubs, and
labor organizations -

. Facuity involved with the advisory counc11 and the program which will
rece1ve 1ts advisory services .

. Advisory council members, especially present and fdrmer présiding officers, .

~. Community, industry, and business
4 .
. Students or former students’. ¢

Houy

SELECTION OF MEMBERS

-

. _ .
/ The selection committee should make every effort to name individuals knawn
for their expertise and experience in appropriate occupational areas. -They

*




should be community citizens with known -integrity. It is also imperative
members have .an interest in education, the school; and the educational
programs. Often, for occupational councils, a particular industry_is asked
to suggest potential members.

-If selection is for an advisory council operating on a broad level, then
.community leaders representing a broad section or faction of the community
are necessary. Selection of representative and-qualified persons from the
community for the particular duties involved is of high importance to the
success of the council. Persons chosen should have expertise and experience
in the particular area for which the council is being formed. '

LR

\ *  AD HOC COMMITTEES

Ad hoc committees are used as a prelude to forming a more permanent advisory
council. The selection committee may prefer this method. Such a committee

is especially valuable when a certain occupational program is to be started
and there is need for complete initial planning in relation to community
requirements for employment competencies.

After the ad hoc committee has completed the initial planning and made
recommendations, it can also recommend members to serve on the permanent
advisory council. This method is effective for new programs in speciatized——
occupational areas to obtain interested, knowledgeable community peoplg.

No one should be recommended or barred from membership because of affiliation
with any organization, institution, race, or creed. N

QUALIFICATIONS - L

A

. Leadership, expertise, and work experience in the educationaJ;hrea

. Local geographical distribution .

. Education and/or the ‘equivalent field experiéncg . T - 2
. Interest in the school, education,'anq purpose of council o ‘

. Age (if pertinent) N ‘

. Occupation—with specialized kn&ﬁ]edgé ' . - . ,.‘ﬁ Co
.-Governmental ;nd organizational affiliations that are pertinent_ A

. Time—will the nominee be willing to devote enouéh/;img

. Individual viewpoint

Pad




. Courage to express ideas and convictions ) <
. Representative of community interests

. Personal integrity, respons1b111ty, w1111ngness to cooperate, construct1ve
attitude, and tolerance of various po1nts of view.

Nominees should represent more than one special interest or group. Advisery
cbuncils should present both management and labor viewpoints. A student, or

recent graduate member, is valuable to furnish the student viewpoint.

Before making nominations, it is good procedure for the selection comm1ttee
to discuss with community or occupational groups the qua11f1cat1ons of
potential council members. Such procedure is important to’ 1nsure community
and group inéerest and backing for council activities. This is most valu-
able in large metropolitan communities where knowing - people in various
industry and business groups is difficult. Care must be taken that nominees
are not dominated by any part1cu1ar interest group. : -

t +
B

WHO SHOULD BE A MEMBER

Y
&

COMMUNITY . . . .
—~4~Conmun4ty members make up the bulk of the coune11 The broader the duties
_ of the council, the greater the need ‘for community 1éaders ‘
It dis emphas1zed that occupational counc11$eoften f]nd spec1a11zed members
* more va]uab1e to tertain programs , for 1nstance‘ . .

' -

. Ina 1arge company the office manager may bé miore vaﬂuabTe to the off1ce
secretarial advisory council than't
be mUCh*broader in scope. )

;1;*\:, oL c
..An exper1enoed reg1§tered nurs; may proveJToré benefjcia1 te'thé nursing

v " » 4

program than a pract1c1ng phy 1c1an 3 ¢

,a

. An 1ndustr1a} superv1sor may be abﬂe to *idéntify with spec1f1c types of
a]ndustr1a1 -oriented programs than an eng1 er w1th wider respons1bﬂ11t1es

.3~ . An.experienced edUCatOr from'ahother ‘scho 1 oF’ co]Tege may offer spec1a1-

T ized expertise as we11 as arthUﬂat1on~9f occupat1onaﬂ programs
. Officials from other agenc1es 1n -the area may often offer needed specra]-
12ed know]edge LT G . " - T S w . s
’ '. Fa ‘, z . . . ) 4 . . - “ .2. 5 .
STUDENT OR_FORMER spents. i . - T )

Student members are seTected from three sources»-present student in the
program, one recently graduated and working, or a student involved in a

. . .o~ N

i
T 3. ’ . [
: . 5 .- J
N 2 2 .

‘Eompany manager whose expert1se may

4
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co1lege prqgnam. Th1&‘provid95 tﬁe younger v1ewpo1nt always needed to
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educaﬁe and* train students PR
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N Seme,members who-aregserviﬁg permanently or temporara]y w1thout a vote are .

£

-
3

&,

)
~

* Sn ap ex pfficio capac1ty, These menbers include the sc¢hool representat1ve,

~Other. egucators from the school, and all who a?e cooperating in a temporary
capac1ty. Lo : . . e .

Ex offﬁcro members may be appo1nted by maJor1ty vote of the counc1] to
‘serve in a consulting capacity with special probiefs and/or projects.
Consuttants can be of great help to the coun¢il activities but the1r member-
sh1p lasts only as long as the1r special duty is’ needed. :

!9
Ex officio members from facu]ty and adminfstration shou]d be encouraged to
attend and express opinions on problems. Thig allows the council members

the benefit of a variety of approaches before reaching a detision. .
£

.

. L7 . *
~. NOMINATION QF- MEMBERS
L - \

. N .
Nom1nat1on of members for a new. advlsory counc11 is_ 1mportant The suggested

~steps are as follows= - R s

-

. The selegtion comm1ttee formuTates a pre11mfnary, unpublicized list of

. nominees and a)ternates. This 11st‘1s submitted to the adm1n1strator 1n‘
charge of coqrd1nat1ng the counc1ls L I i
. The adm1n1strator subm1ts the 1ist throygh school channe]s for approyal.

g It is essential that:board approval be obtained before persona] contact
—= s made. If-this is done, the request to serve is net contingent on
future board approva] . . .

3 LRV

I the pominee is an emp]oyee of a~f1rm, approva] of hanagement should be
obtained. This encourages 1nterest in the council ant ‘insures better
atte dance at meet1n§s :

Nom1nees are 1nd1V1dua11y contacted to determ1ne if they w11] serve The
person”or committee-making the contact should ‘be able to explain the
purpose and function of the counc11, the number of membérs, and the length
of term for that part1cu1ar counc11 If a nom1nee dec11nes, an alternate
is-then contacted.. _ , . .

“t Y

After 1nd1v1dua1 approva] is obtained tH1s procedure shou]d follow:

. On .school or ce]lege 1etterhead’ ma11 an official ]etter of appo1ntmént
signed by’ the ch1ef-adm1n1strator or ‘chairperson of the school govérning

.
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bofly. This gives the mewmember the official status of being important ,
to the school or coljege. ‘
. i &
. Include with the letter an agenda'!for the first meeting giving location,
time, and date. If dvailable, also enclose a listing of other members.

. Enclose a copy of the advisory council guidelines of thi&school or
college, or the "Advilsory Council Member" bulletin as published by DVTE.

. A postal card or a form with a selff-addressed, stamped envelope should
also be sent to the member for his signature and return acknowledging

- attendance at the fir4t meeting. A deadline should be set for the return
and if not received by the deadline, an alternate member should be
appointed. . . '

X

NUMBER OF MEMBERS-

The average advisory coundil should be large enough to be representative of
the community and small enpugh to encourage active individual participation.
Generally, councils concerbed with overall school problems are larger be-
cause of the need fdr wideicommunity representation. » :
It is recommended that vocational/technical and occupational type councils ;

number not more than 12, inlyding' the ex officio school members. This °

size council has proven mandgeable from the standpoint of planning, program ,

of work, and adequacy of reptesentation. > T

Smél] councils are inclined megf more often on an informal basis, thereby
acdomplishing.more specific*wprk., A friendly setting encourages frank
discussions and results in mone positive, constructive, and practical recom-
meddations. / '

On a'council with wide overal} toncerns, having representatives from the 3
occupational typé councils often will provide specialized expertise plus -
wide community representatign. {f, however) other expertise is needed to
hand]e specific problems, nts may be called in for temporary assign-

——

;;st.

- Louncils are less numerous in /mal schools and often the members serve on

a general advisory council as well the small occupational type. Some-
times it is a matter of "wearing different hats" where the large council

meets to consider overall problems an§ then breaks into smaller, more special-
.ized meetings with appropriate school Yepresentatives. . .

Pt S

After, a school program has proven successful with good pubiic relations and
advisbry councils have achieved good work, many influential groups and
indivgduals may become extrémely interestkd in being represented on fhe
counc

1. In such situations there is a temptation to widen the representa-
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tion on the council; however, this would tend to make it unwieldly and
ineffective. Too many members have a tendency to Timit the number o

meet1ngs and the only work accomplished js often on the subcomm1tte§ Tevel.
It is strongly suggested that the policy of limited number on the council

be maintained and the system of rotation of membership be adhered, thereby
allowing different viewpoints and contributions. , \ -

|
\

MEMBER TERM OF SERVICE

\
It is recommended that advisory council members serve for a tenm of three -
years. The reason for this is to allow members sufficient time to become -
perdbnally involved and to prove beneficial to the school.

It is suggested that each of the original members of the council draw lots
for one, two, and three-year terms. In each year of the first three yeaiis,
one third of the membership will be replaced. After the first three year§
each member will then be serving a three-year term and a regu]ar turnover
of representation on the council will have developed. This insures new |
members jach year with varied experience and expertise and allows others in
the community to make their contribution to the school educational program;
With two thirds of the membership continuing, it allows continuity in
leadership and needed stabi]ity for counci] operation. . \

A person serving a term asfaumember shou]d be ineligible for reappo1ntment
8ntil one year has elapsed. Some valuable, interested former members can
be utilized as consultants for specific parts of the program, but for a
Timited time only. When a qualified. member has served only a one- or two-
year term because the advisory council was new, an excg#tion to the ru]e
tould be considered. g

'
A .
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ATTENDANCE

The pract1ce of send1ng representatives or a]ternates to attend an advﬁsory
council meeting should be discouraged or even forbidden in the council .
rules. The reasons include: - e

.:The member of an advisory council has been requested to become a membef‘
because of expertise, exper1ence, community standing, or other spec1a1«i
personal attribute.. It is difficult to send a supstitute who will — &
bring to the meeting all the personal advantages of the regu]ar member %Q

. The regular member who sends a substitute loses much of the contact and £y
bagkground .

[4

It 15, therefore, advisable to enforce the rule that’ any member missing
attendance at three consecutive council meetings, without petitioning the
council in writing W1{h adequate reasons as approved by majority vote of

{.a
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the council, automatically cfases to be an official membef.. Notification
of a member missing.two meetings sheuld be arranged, but neglect of this
should not affect the removal rule. Nonactive members prevent potential

members from making contributions.

ADVISORY COUNCIL OFFICERS

CHAIRPERSON L | , - o

The success of the advisory council depends to a great extent on the
ability and enthusiasm of the elected chairperson. This important officer
should be a member from the community. How he/she operates will often make
“the difference as to whether or not the council is effective.

Although the chairperson is often elected by the members of the council, it
is important that either the school representative or the chief administrator
outline to the members at their first meeting the qualifications and duties

of the chairperson.

Qualifications

. Interest and willingness to work with .the school representative on the
agenda, meeting notices, minutes, dissemination, etc. .

. . Good discussion leader, al]bwing and encouraging viewpoints to be

\ presented

! .

. Ability to bring the council members“to a vote and make majority recom-
mendations with respect for the viewpoints of others

. Respect of other members

. Served at least one yéar (if possible) on the council and knows its j>
“purpose and function ) . ey

. Ability and wi]]ingness~t6 make appearances before school authorities
and/or in public to explain andﬂgustify council recommendations.

If the advisory council is néw or beiﬁ? veorganized, the election of the

chairperson should be postponed to al¥ow the members to get acquainted. To

get the feel of the council functions, &n acting presiding officer may be

asked to serve during the interim period. ‘
/

Responsibilities

. Working with the school rebnesentative and council members in setting the
meeting dates and making arrangements
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. Beiné;%he driving force behind planning the functions of the council-and
workiﬁ%‘with the school on an acceptable agenda -

' - .

. Presid

¥
2

@g at ald touncil meetings

. Ihsur% Q a good personal relationship with a]]-council ﬁembérs

~

. Workiﬁ@{with the school representative on needed information and neces-
sary fo%low up of council activities and:reports. . .

It is oft%n advantageou$ for the chairperson and school representative to
organize the council work into sections or areas with a subcommittee to work

in separigg areas. This encourages contact with various people for reports

of progr ;i in meetings.

R . ~
Council me%tings conducted without adhering to strict rules of order provide

a desirable, friendly atmosphere. The chairperson should providecleadership;
however, members should be given an opportunity to express their Viewpoints.
Firmness and fairness are expected.

1
X

Techniques |

. Open and %1§se meeting on time

. Review éﬁg‘present all pertinen% information

. Obtain views of each member on each item on the agenda

. Maintain all discussion to the subject-matter at hand

. Summarize often and obtain general agreement by grgup‘decision

. Make sure all Loqncil,recommendations are written and recorded properly
in the minutes;' . - ) ‘

. Make plans for{the next meeting. )

VICE-CHAIRPERSON -

-

The vice-chairperson is important to an advisory council since he/she is in
charge of meetings in the absence of the presiding officer. Other important
duties are to help in forming agendas and planning the program of work.
Experience obtained for the possibility of being elected chairperson is
helpful to the continuity of the council.

<o
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1 SECRETARY
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The secretary is usually furnished by the school or college and is not an
officer of the council. It is an important function for a successful
operating advisory council. Duties include: taking the minutes; assembling
and disseminating minutes to all members, selected administrators, and
faculty; writing of council recommendations as voted; matling of meeting
notices and agendas; reminder phone calls; preparing special reports; and
working closely with the council chairperson and the school representative.
The secretary to an adv1sory council should seldom be the school repre-
sentative. .

SCHOOL REPRESENTATIVE

A school representative with responsibility of working with the council
must be appointed. The representative is very important but has an -
ex officio status. The advice and recommendations of the advisory council
should be decisions of the citizen group. When the recommendations are
presented to the school author1ty, it will be known a school vote was not’
included.

The identity of the school representative depends upon whether the function
of the advisory council is to be broad or spec1f1c Broad duties would
favor the appointment of the administrator in charge of broader educational
responsibilities. If the council is to work with a specific educational
program, then it is advantageous for both the school and the council to
designate the person in charge of that program to work with the council.
This arrangement maintains the close contact necessary for occupational
advisory councils to be effective and prove beneficial to the school.

Responsibilities T

. Work with the chairperson in determining responsibility.yWhat the chair-
person does not do, the school representative often doe

. With the help of theifhairperson, plan thé agenda for-the.hext meetiﬁg
-
. Present new, challenging problems for the council, whén needed

. Prepare special reports, if needed, including report on“action taken on
past recommendations and general progress report on items

. Invite the principal, superintendent, president or dean and selected
members of the administration, faculty, counseling staff and special
guests ] .

. Arﬁanbe for secretarial assistance

. Be prepared with explanations of school informatioﬁ, if requested.

11.




MEETINGS o \ _

MINUTES . o , )

b3
®

The minutes are a summary of important matters that took place at the
meeting. Personal opinions or word-for-word report of statements are not
necessary. Concisefiess and brevity are required. Minutes are not for
publication without approval of the council and school. The official
minutés .are a record of comnunity attitude, individual opinions from exper-
tise in the field, and group opinion on the educational problems before the
council. . L .

Motions, decisions, and comJitmeht of members should be recorded. Written
recommendations, as voted, should be verbatim as submitted to school
authority. The recommendations should be signed by the person responsible
for their dissemination ip order that future questjons may be forwarded to
this person. A1l minutes should be disseminated qu1ck1y, with copies in a
central place in the school. .

Include in the minutes the names of members attending; names of members -
absent; names of school people and guests; date, place, and time of meeting;

time meeting was called to order; summary of important points of reports;

and summary of discussions

Minutes should be mailed w1¢hin one week following the meeting to all

council members, selected faculty, administrators, principal, superintendent,
and members of the community or industry who might be interested. Undue
delay of mailing is detrimental to the effectiveness of tﬁe meeting for the
following reasons:

A Y

. Members unable to attend want to know what happened at the meeting. A
long qelay encourages a loss of interest.

.. . X . )

. Administrators not in attendance want to know outcome of discussions and
recommendations which may have a bearing on schuol decision—particularly
anything requiring action or immediate consideration. A /

©

-~

FREQUENCY OF MEETINGS

Educators experienced in the successful techniques of working with Citizen
Advisory Councils will usually state, without réservation, that an advisory
council meeting less often than quarterly is seldom active, involved, and
successful. Many councils find it necessary to meet as often as weekly in
order to accomplish certain pending work subject to short-term deadlines.
It is amazing how willing, involved adVisory councils will vo]unteer the’
amount of time necessary -to accomplish certain projects. .

£

N 12. . _ ‘
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—  When a council hass accomp11shed certain deadline work and f1n1she6 necessary
p]ann1ng sessions, it is often feasible to adjust to quarterly meetings. It
is suggested that the decision on the number and dates of meetings be left
to the council members—-part1cu1ar]y after ‘they are aware of the prob]ems
and cha]]enges ; - p

If the schoo] or college has arrived at the unusual stage of not having
sufficient problems or-activities for a certain advisory council to be
involved, consideration should be given to discontinuing that council or
possibly realigning or combining its function with others in the council
system. Before such drastic action is taken, however, it is recommended
that the school authorities study and evaluate the reasons for the council
becoming ineffective.

é

MEETING ARRANGEMENTS

. Establish the next meeting date and time as far in advance as possible

— ., Mail agenda'to members, selected §ch001‘6?ficials, and faculty at least
] —two weeks prior to meeting date. Give details—3such as place of meeting,
~ parking, tour arrangements, etc.

. Check meeting room and arrangements, meeting Supp11es (ash trays,
pencils, pads, etc.), and equipment (blackboard, chalXk,.audio-visual,
screen, table, chairs, etc.). Avoid a room located c}ose to gymnasium,
student meetings, etc., with distracting noise.

— . Anticipate number in attendance ‘and prepare for seating. People standing
[ ‘set a poor atmosphere for a productive meeting. '

. Arrange for name cards or badges for identification of members and others
--— . _regular in attendance. Identification cards should be available for
visitors. )

. Use proper advance procedures, such as day-before reminder phone calls for
meeting; calls to subcommittee chairperson to determine progress and
status of written recommendations t9 the school; special invitations to ,
) consultants and administrators; background information from other community
—~-——- " people on specific problems, etc.

. .

PREPARATION OF AGENDA

“©
'

The preparation of a meeting agenda should be given careful attention by both
- .the advisory council chairperson and the school representative. The members
- must be made to feel there is good reason to attend. If there is a chal-
lenging subject to discuss, it should be listed. Interegting agendas should
result in well-conducted, interesting meetings.

43.
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The school representative should be very flexible and willing to adjust the
agenda to the amoynt of responsibility the council chairperson is willing to-
assume. The presiding officer should also be aware of the topics the school
would like to have discussed. Many agenda topics are decided in former
\ meetings. These should always be honored. "A topic suggested by a member
. should also be included. Agendas should be prepared at least two weeks in

_advance of meetings. It is true that often late changes have to be made,

but this sbou]d not discourage early preparation.

N

An advisory council needs to decide upon priority of certain problems.
Priorities are the basis for a program of work for a council, which is the
source for most agendas. : )

;\

THE FIRST MEETING ,

The first, meeting of an advisory council on any educational level should be -

carefully planned as organizational and a matter of orientation to the new
-members. The essential objective is to have the new members leave the

first meeting with the feeling and knowledge that: o

. The council is going.to serve ah ?ﬁportant function for the school or
college. \ . ]

. It has the backing and recoghition of the highest school authority.

. i N
. The council has advisory status only; with no decision-making rights.
. Each member respects other members of the council.

. The challenges aﬁd problems, as presented,-are worthwhile.

»

EN

. The members are enthused about the function of the council. 3
The superintendent or college president should introduce the school repre-
sentative, other school personnel, and the presiding officer; then briefly
explain: ) - ~

. The purpose and function of the school advisdry council system
. The role and fhnctionAof the school representative serving in an
ex officio, nonvoting -status ‘ S

. The qualifications and description of the duties of the permanént chair-
person

- {

. The granting of the school charter to the new council. C -

If feasible, the first meeting could include a luncheon or dinner, preferably
in the school setting. As part of the agénda it may be interesting and ’
informative to include a tour of the educational facflities as existing or

proposed. : .

14.
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i ~ The role of the school represeﬁtative at the first meeting is:/

Y

. Being well prepared, br1ef, and to the point; behhumble,xbut confident;
_ask, not demand; show 1nterest and sincerity.

. Ca]]1ng on each new member for a self-introduction and work resume.
Formality is necéssary. Informality and first names can be achieved as
the members work together and get better acquainted.

Y

. Explaining the specific purpose, function, and need of the new council.

. Handing out the school advisory council handbook, which includes school
" policy with rules and regulations; a statement of lines of communication
and authority 111ustrat1ng the advisory council system; a list of all
advisory councils in action; and a bu11et1n exp1a1n1ng the role of a
member. i _ o
h N
Mentioning some of the basic rules and bylaws the council will be
expected to vote on at the next meeting. ‘

Cha]]eng1ng the new council with one or two 1mmed1ate problems for which
" the school has ap immedidte .need for study and recommendations. For
.instance, a task analysis of employable skills and knowledge in the
'occupations for which students are to be trained.

. Explaining that the next meeting will include the détermination of an
organized program of work, the election of off1cers, the appointment of
subcommittees, the determination of frequency of meetings, and the date
and p]ace of the next meeting. ' .

v

SAMPLE AGENDA - 'FIRST MEETING

/

_School Superintendent or Co]lege Pres1dent
Welcome
Introduction of pres1d1ng officer
Granting council charter >

~5%

%
7';*
Y

.1

Schd%] Representative
Introduction of members
Role as advisory and re]at1onsh1p to total adv1shry council system
Suggested school priorities for the council progfam of work
Tour of facilities ' ~. -

]
-

P .
“
A -~

Presiding Officer.
Consideration of program of work
Outline of next meeting activity .
Setting date@gtime, and location of next meeting

15.
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. SAMPLE AGENDA - SECOND MEETING T ®

Presiding Officer
Call to order
Minutes of past meeting
Election of council officers

. Rules and bylaws of council : . .
K Develop program of work - short- and‘]ong-ferm ] -
.Frequency of meetings . . < ~ - .
Date, time, and location of next meeting - - ’ .
Adjournment .
- .. ADVISORY COUNCIL SAMPLE CHARTER i
The Boa;d of Education of \ on‘thjs ‘day—o¥

, 19, authorizes the establishment of a continuing commit-
v tee to be known as the Occupational Advisory Council for
(occupationat program—Health Occupations, Industrial Oriented, etc.). [This
council is to be organized and conducted under procedures to be proposed
by the appropriate school representative after receiving advice from the
school staff and other suitable consultants and upon approval by the Board
of Education. .

The.purpose of the Occupationa]l Advisory Council shall be to give advice

and assistance to the appropriate instructiona] and administrative staff of
the institution concerning the development, operation, and/or evaluation of
a particular instructional program. The council shall also render services

to all involved. .

The Occupational Advisory Council for ’ is expected to
contribute to the establishment and/or improvement of the instructional
program by: °

1. Studying and surveying periodically the educational needs of the
students within the council's designated occupational area.

. 2. Reviewing, analyzing, developing, and proposingipolicies.

*y
5
X

3. Working cooperatively with the administrative, instructional, and non-
instructional staff of the occupational programs to develop and operate.
training programs with procedures which implement policies and recom-
mendations.

4
4. Facilitating communication between -the professional staff of the
- program and the peoplejand employers of the community.
TF -

-y
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5. Studying the effects of ex1st1ng and ﬁew educational programs in
operation with reference to employability of the graduate or ability
of the graduate to proceed to higher level instruction.

6. Serving as a sound1ng board of op1n1on on items proposed by the school
program staff. !

7. Initiating study and proposals on issues pert1nent to occupational
program improvement.

The Occupationa] Advisory Council is not regarded as a substitute for any
other form of citizen participation in school affairs. It is intended to
supplement and stimulate other types of citizen participation. The council
will be expected to operate within the guidelines. The Board of Education
reserves the right to dissolve the Occupational Advisory Council at any
time and for any reason.

In authorizing the development of the Occupational Advisory Council, the
Board of Education pledges complete cooperation in_the council work. This
shall include the appointment of a school representative with full responsi-
bility to work with the Advisory Council and keep a]] commun1cat1ons open
between the school and the council.
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| After close adherence to proper procedures in organizing an advisory
coupcil, it is essential that school officials observe accepted and
successful procedures in work1ng with an advisory council on any edu-
“cational level. The best organizing can be quickly negated by poor

, or indifferent operation! Such highly important items of procedures

} ) as adequate number of meetings, hand1ing of written recommendations,

- 5 appointing of knowledgeable school representatives, recognition of ,

members, establishing of a rotating system of member replacement, and

giving the backing of the 'school must be strictly adhered to if the

advisory council is to be effective over any length of time.

The following operating techniques should be genera]]y followed and

carefully adjusted to the local situation. This needs the personal

attention of a school or college official empowered to implement the

council system. Without such personal attention any advisory council

system will be fragmented and oyerlapping w1th questionable value to
. the school. -
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© o+ ADVISORY COURCIL
' ' - SUCCESSFUL OPERATIONAL TECHNIQUES

~ -~

’

The following are operational téchniqqes found to be common among success-
fu] citizen advisory councils operating in occupational education areas:

Instruction concerning the operation of advisory counc1]s is given to
the members. , .

Cov .y o
- . 7

written guide11nes of the council are per1od1ca11y revised.

.

. The chairperson is selected from lay members of the council and ‘must haVe
served one year prior to-selection (unless council is new).

4

Secretar1a1 ass1stance for the council is‘prbvided by the school.

. The council deve]ops and evaluates a year1y program of priorit1es and
" work. . .

. Subcommittees used for 1ntens1ve stud1es and surveys must report to the
full: counc11 for action. <

“on

QUts1de consu]tants are used by the counc11

-

V

Meet1ngs are heJd as often as needed to accomp11sh the program of work,
but meef at Teast quarterly.. c_ - :

=,

Recommendat1ons by magority vote of the counc11 are submitted in written

,\5 © form to the school.. o C o

-
Al
“a

#n . o

M!nutes,of all meet1ngs are ma1nta1ned at the schoo] and a]so forwarded
to 'member's pf the. counc11, selected adm1n1strators, and facu]ty

¥ I

The counci] uses schoo] personne} and students as resource persons
The council interprets the prdgram to’ the commun1ty"

Cbunci] members are recegnized for their work }n a number of ways—
* incjuding,a social event, cert1f1cates, SChool caoperation and attitude,
pubh\fity, etc. A .‘% - e v x/ ,
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COMMON CHARACTERISTICS OF AN
EFFECTIVE ADVISORY COUNCIL ! .

/ v

The school, through its representatives, has.convinced the members of the
Citizen Advisory Council they are needed and are doing a real service to
the school. At the same time the members of the courcil are aware that
their work is advisory only, subject to rules set by the governing body
of the school.

The members have been carefully selected and appointed by official letter
signed by the school superintendent, president of the educatitnal institu-
tion; or a member of the Board of Education. They have received sufficient
publicity and recognition to be given/i/fee1ing of pride and prestige.

The council members are enjoying being involved with education. They serve
voluntarily without compensation.

The school representét1ves have been candid about school problems and

_policies, especially pertaining to the educational purpose for which, the

council was formed. The council considers such problems when formula 1ng
realistic recommendations.

Council members are presented with the problems—not answers, and are
asked to consider these problems—not told.

A

There is a desire on the part of council members to work with what is being

.--done-and. what_should be done, rather than what has- been done.

- %—‘s__“_____

s “—‘—‘“\
The chairperson is the dr1v1ng force behind the success of the council

through lTeadership and c1ose working relations with the school representa-
tives. .

The council members are willing to publicly support the school, especially
the program ¥h1ch they represent, and often involve themselves in planned,
approved public relation activities.

Most council members are proud of their contribution to the education and
training of students and are interested in the future success of each
student. '

Positive measurable progress in the form of recommeﬁdations is constantly
being made and evaluated. ‘

The council has been requested by the school representative to study and
recommend solutions to priority problems. Often the council has a planned
work program for months.ahead. Work is accomplished at every meeting.

3%
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WRITTEN RECOMMENDATIONS—WHAT HAPPENS

Advice in the form of recommendations is the primary reason for the exist-
ence of an advisory council. Unless a council makes recommendations as the
result of its group majority action, it becomes a paper council—in other
words, ineffective for the purpose for which foFmed. . i

4

..

A school or college must have an established method of handling th
recommendations from their advisory councils. The basic requirements are:

>
. Recomméndations submitted in writing

. School representative takes respoﬁsibi]ity, including follow up and
report of school decision. '

N

SCHOOL ACTION-—COUNCIL RECOMMENDATIONS

It is imperative that a report from the appropriate school administrative
authority be received within a reasonable time by the advisory council
making the recommendation. Even if the action is an intention to study, it
still maintains the morale of the members. Nothing is more devastating to
the future of an advisory council than to have a recommendation ignored.

When a school or college receives a recommendation from a duly authorized
advisory council, there are three possible actions that may be taken by the
appropriate school authority:

. Recommendation implemented as presénted

. Recommendation implemented with stated modifications—with exp]anatién

. Recommendation declined—with exp]?nation. ) \
: . :

-\
ABSENTEEESM ' S
s

If ‘an operating council ‘develops a pkbbiem of too many members being absent
from meetings, making it difficult to have a quorum for group decisions,
the problem should be approached quickly by the school administrator. An
investigation should be made of the following:

. Do members feel they have only a rubber stémp status

. Has there been autocratic control of the council

. Has there been insufficient work to challenge the cqunci] members

L _ 'V'4.




. Has the 'school representative used poor techniques in the relationship
with mémbers

. Have meetings been dull, routine, with 1ittle enthusiasm or leadership
from the chairperson

. Has school authorify ignored or watered-down recommendations of the
council, making the members feel they are wasting time

. Has the school authority fai]ed to g1ve the council the recognition
and status deserved

-~

. Has the school allowed subsf?tute members at meetings.

There are always members who prove to be disinterested or for personal
reasons have never been good members and seldom attend. This is the advan-
tage to having the rule as part of the bylaws that any member who misses
three consecutive meetings is automatically dropped from the council.

As mentioned in the preceding bulletin on Organizing the Adyisory Council,
the practice of representatives or alternates attending advisory council
meetings should be forbidden by the council rules. This method of
correcting absenteeism encourages an ineffective advisory council. Alter-
nates seldom have sufficient knowledgé, understanding, or interest of former
council proceedings necessary for decisive action. _Jf a»majority of the
meetings are not attended, it-is much better to replace the member.

It is necessary to rotate members. At.-least one third of the membership
should be replaced each year. This &11ows members who have served long and

_ faithfully to take a rest from this activity and for the council to have

new blood each year. This maintains interest and reduces absenteeism.

RECOGNITION OF MEMBERS

From the many methods of recognizing the work of advisory council members,
probably the most important can be found in the attitude of both the counciti
chairperson and the school representative. The school representative must
make the council members feel their work is appreciated and important to the
school or college. They must feel involved. The presiding officer needs to
g1ve credit to the individuals when deserved.

An effective way to accomp11sh recognition,ig ‘for the schoo] representat1ve
to arrange for the chief administrator of the school or co]]ege to attend
selected meetings of the advisory council each year to give credit for past
work. Other accepted means of recognition are:

. Listing the names of council members and their companies or agencies in
schoo] pub]ications, program brochures, cata]ogs, and in media releases




. Inviting council members to employer-employee banquet, or any other
important activity sponsored by students\from that occupational area

. Certificates of service, special awards, etc., awarded to council members

. Public recogqition of service and work

i Invitations to the school for viewing the results of some recommendations
. Offering council recommendations high priority

. ﬁet;%ying company officials of the school's appreciation for the work
of an employee council member.

Another effective way to give recognition to the work of individual members
is a summary of their activities and accomplishments. It is suggested that
a faculty member be given this responsibility. The summary could include
the schoeol chart of the advisory council system, the school policy in
regard. tg advisory councils, and a 1ist of councils by occupational area.
The company represented should be shown with the name of each member. The
summary could be furnished to the chairperson of each council, selected
companies, school administrators, and the school board or board of trustees.
Portions of the report could be submitted to media for pubiicity.

R S

WHAT AN ADVISORY COUNCIL CAN DO
CHECKLIST

4

NOTE: It is recommended that Advisory Council members and school representa-
tives use this checklist for potential activities. The 1ist is not meant to
be all inclusive. Many activities will.not apply to a particular council.

An advisory council that carefu]]y selects a program of work months in
advance is usually effective and successful. The school representative
s?ou]d have a short 1ist’of activities which meets school or program priori-
ties

Each activity is coded to indicate what type of advisory council would most
1ikely be concerned. No coding indicates all types should be concerned.

al S
N,y

C - Career Council :
VT - Vocational-Technical Council -
0 - Occupational Council 5

- Area Vocational Center Council
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HELP FOR TEACHERS AND AB&INISTRATORS
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C-VT Assisting school, administrators, and instructors in establishing
a philosophy of career education
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Providind criteria for awards and prizéﬁ to. outstanding students

Assisting in establishing career education programs and advising
on use of proper criteria for evaluation

Extending experfise as resource people fof‘c1inic;, inservice
workshops, seminars, and training programs to school occupational
education faculty or arranging for o;hers to help

Informing the school on Ehanges in the_.labor market in reference
to community, State, and National trends

Assisting in determination ot employable tasks and knowledge for _
career programs and courses as a preliminary to writing measurable
objectives on the couvse, program, and total program level |

Assisting in establishing teacher qualifications for specific career

" occupation teaching )

/
Arranging meetings to establish cooperative relationships between
the schools and industry :

Identifying part-time substitute or resource instructors from the
community to assist regular teachers in the classroom and/or to
teach in specialized program areas

Assisting in preparing job descriptions

Suggesting general occupational abilities necessary for a graduate

‘of an occupational area to compete on the community job market

Idenfifying potential training-stations for placement of students
in cooperative education programs.

STUDENT CAREER SELECTION, PLACEMENT, AND EVALUATION
Assisting in the formulation of a speaker bureau to provide speakers

to civic clubs, career day meetings, etc.

Prbviding ideas to orient students and teachers in lower grades
with the occupational programs .

Providing suggestions for acquainting students in participating

.schools with the occupational programs available at the area

vocational -eenter |

Providing information concerning desirable aptitudes, education,
and experience preferred for entry level jobs and for higher job
Jevel specialization requiring advanced training
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Participating in and helping.to 1nterpret surveys of local 1ndustry
manpower needs, job availability, and anticipated employment in the
community

Assisting with procedures for continuous evaluation of the programs
and follow-up evaluation of graduates for program accountability

Periodically eva]uating emp]oyment opportunities associated with
the occupational program .

Assisting in establishment of procedures for app oach1ng parents
to provide occupational information _ .

'
-

Assisting in the establishment of criteria qualifications for
students to apply for admission to the vocational-technical
programs . ~

Assisting in estab]1sh1ng certain vocational-technical programs as
recognized sources for craft apprenticeships

Assisting in public re]at1on procedures, both externally and inter-
nally, to encourage young people to consider occupational education

Assisting in procedures for providing information to guidance
counselors who encourage students into programs

Providing specialized vocational literature to teachers, counselors,
parents, and students

r

Assisting the instructors in formation of accurate, realistic,
spec1a11zed instructional projects for group and individual
instruction

‘Assisting in the qualifications of students for certification and

]icensing

Arranging interesting and educationa] plant and/or f1e]d visits for
students and 1nstructors

Assisting in p]acement of students in part- and full-time employment
and advising on placement of career program graduates.

CAREER INFORMATION AND COMMUNITY-PARENT INVOLVEMENT

Assisting in the development of evening school skill improvement and
technical courses for employed personnel

Assisting in obtaining cooperation, when needed, from other agencies
for career education - ,

t
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Obtaining needed school ‘equipient aﬁd supplies on loan, as gifts,
or at special prices

Evaluating and issuing supporting recommendat1ons on budgetary
requests, physical conditions, adequacy of equipment and supplies,

laboratory shops, c1assrooms, etc. ’/,/——Tf/

Assisting in the development and periodic evaluation of course
content to assure it is up to date

Assisting in the establishment of standards:gf proficiency for
employment

2 , ‘ 2
. Assisting in the development of production work produced by students

Establishing and he1p1ng to maintain a 11brary of specialized
visual aids, magazines, and books concerning 1ndustry and business

‘Providing, when possible, training resources for exhibit and -
instructional purposes in classrooms and shops

Assisttng in making cost studies for specialized programs and
courses. .

PUBLIC RELATIM

r

Supporting career education for the entire school in its direct 7
relationship to the.activities of local and State school officials,
boards, and 1eg1s1at1ve groups -

Participating in radio and TV programs des1gned to sell career
education to the public, with sch001 governing board .approval

Assisting in evaluating the public re]at1on po11c1es and actions
of the school .

Inviting teachers, counselors, administrators, and students to visit
various plants and businesses

Participating in an open house for students, parents, and other '
adults of the commun1ty

APPLICABLE TO AREA VOCATIONAL CENTERS

Studying and advising on proper representathan for the advisory
—committee from each participating school community

Aiding in supplying specialized knowledge for site selection,
necessary equipment, and facility requ1rements for an area
vocational center
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A . Assisting in development of curriculum for participating schools to
provide a complete sequential training program.
< \! < ) 'r
ADVISORY COUNCIL OPERATIONS B B

Assisting in setting up and implementing.a set of rules and bylawé
to insure an active permanent advisory council

Providing recognition for outstanding 1éade;sh1p ahd encouraging
" involvement.

r

EFFECTIVENESS AND CRITICISMS

L3

The effectiveness of any advisory council cannot necessarily be evaluated
on the basis of recommended changes in the school operation or changes on
the program of course level. Administrators should keep in mind that the
council has accomplished its responsibilities when recommendations are sub-
mitted. The implementation of these recommendations, or modified versions
thereof, are the responsibility of school officials. . The possibility that
some recommendations are contrary to present school policy does not in
itself mean the council work was disappointing or of 1little value.

A11 advisory councils are not effective—that is too much to expect. An
analysis by school officials should prove valuable in realigning the ob-
Jective of a council for improvement. In some instances certain councils |
have served their purpose and should be abo]1shed New personnel, however,
often promotes new approaches by a council. -

.,

PRECAUTIONS FOR SUCCESS

The chairperson and the school representative should be alert in 1nform1ng
the council that it is advisory only. AlT recommendations should be in
writing. The school or college and its Fersonnel are the source of account-
ability for the operation of that schoo] system. Do not allow the: cou€c11

f%o do administrative/work.

Be sure to have a.standard procedure for handling publicity of advisory
counci] activities. Independent reporting is detrimental to the council.

.

The counci] activity should be confined strictly to the improvement of
education.
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The use of pressure tactics should be avoided. Working through school or
college authority for planning, changes in evaluations, and other activi-
ties should utilize the positive approach.

Political activity on the part -of an advisory counci] s not a part of its
~ function.
?hat to teach may be a concern of the advisory council, b@t how td teach
s not. ; -
- .&L . .
If the school autherities are cognizant of these pregqutions, the advisory

council will function in its_proper role within the sef ] system. Properly
organized and operated,.a high percentage of advisory c incils are

, succe§§fu] : ’
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